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SCHOOL i _ - see DATES —, Za 


MY WRITING SCORE CARD el, Se 
HOW TO USE THIS SCORE CARD — Your teacher will help you mark this score card each month. After you have 
written your test, fill in the spaces in the Analytical Chart. Place an X in the space opposite the word which describes 
your writing. Try to improve each month. a =— 
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ANALYTICAL CHART — MY WRITING HABITS ° 
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A LETTER TO YOU FROM MR. MacLEAN 


You will find many interesting things to write in this Compendium. Study again the instructions, 


> illustrations, and the model forms. Adopt correct posture and use a free, gliding movement in all 
y rou! - written work and you will become a good penman. 


Please follow these instructions for the use of this Compendium: 
b Study the form, slant, and spacing of the drills, letters, words, and sentences in this book. 
. ‘Practise these on the page opposite the models. Write freely, lightly, and neatly. | 


3. Do not waste space. If necessary, an extra sheet of practice paper may be used. Place it on the 
‘open Compendium while you write. This will improve posture and freedom and economize desk 


11. ‘Study the Score Card on the inside front cover. Your teacher will help you to mark it each month. 
I wish you success. 
Yours sincerely, 


STUDY THESE PICTURES 


Sie ences 2 side eesiacaiinians Keep your wrist up. Glide 
oo a neds Write ae freedom. 


ee: Posture ——* Position of Arm, Hand, and Pen 
HOW TO PLACE YOUR WRITING COMPE 
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the = | off the desk 


ME ae aly ar ig a) 


Study and practise these forms. Capitals and upper- 
oop letters should be made about three-quarters of 
a space high; the t, d, and p about one-half space; 
the lower-loops about one-half a space; the r and 
about one-third: space; and all other letters about 


one-quarter of a space. The figures should be made 


Welean Uetbod Lettre nade ¢ 
QP OBE F GRE LGK ZL M ; 
NOP2RAIIUYH LY Z 


JAB GS Bla Ge 


about one-third of a space high—note the size of 
the 6, 7, and 9. You may write the a, d, g, 0, 
and q with or without the overturn starting stroke. 
The latter method saves time and space. Lessons 
on all letters and figures are outlined in this 


Compendium. 
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Study the alphabets, figures, and words on page 3. Then write them in the first space ieee 


on pages 4 and 5 as indicated and see how much improvement you 
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Sample of my writing at the beginning of Grade VI. 
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Sample of my writing at the end of Grade VI. BO een ee ee 
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(My signature at the end of Grade VI.) 5 
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| Commence each writing lesson with a movement drill. This helps to develop speed, _ freedom, ae 


= — a 7 ; ; 7 : - = ——_ 
6 Record a sample of your writing on page 4 now. See how much you | can 3 imp ‘0 
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There is material on the opposite page for several writing lessons. Study the form of the capitals and the small letters. Extra 
a ae paper may be used for practice on these drills. Place it on top of this page to economize desk space. 


After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 7 
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Study the letter forms on page 3. Observe closely the size, slant, spacing, and alignment in this sentence. 
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8 The Writing Score Card on the inside front cover will help you to discover your faults n 
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Study the models on the opposite page. Use this page for practice. Write freely and neatly, Do not waste space. 
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After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 9 


Study the formation of these letters which you use so often. Practise each one till you can write it well. 
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10 Do your best writing in all your written work. Do not develop the scribbling habit. 


Study the models on the opposite page. Use this page for practice. Write freely and neatly. Do not waste space. 


After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 
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Seen eee, ie oe 
These are the letter combinations most frequently used. Study the letters and the connecting curves. 


12 Try to develop legibility, speed, 


‘material on the opposite page for several writing lessons. Study the form of the capitals and the small letters. Extra 
paper may be used for practice on these drills. Place it on top of this page to economize desk space. 


After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 13 
is oa a) a 


Does your writing contain any of these faults? If so, try to correct them. Study. and practise the last paragraph. 


14 Good spacing and correct alignment are valuable aids to legibility. Light, smooth writing prevents tiring. 
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Practise only the last paragraph on page 14. Try to develop correct size, slant, spacing, pressure, and alignment. 


After practising the last paragraph on Page 14, write as well as you can under the sample on that page 15 


Try to follow the advice given here. Memorize this paragraph. Try to write it well in about three minutes. 


Small writing saves space and is attractive if the letters are well formed and the spacing is correct. 
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Y terial on the op te page for several writing lessons. Study the form of the capitals and the small letters, Extra 
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paper may be u for practice on these drills. Place it on top of this page to economize desk space. 


7 After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 


Capital letters should be legible, simple, and artistic. Study these and also the optional forms on page 38. 


EE OE 
18 Mark your score card each month, Try to correct your faults, and improve the quality and rate of your penmanship. 


‘There is material on the opposite page for several writing lessons. Study the form of the capitals and the small letters, Extra 
paper may be used for practice on these drills. Place it on top of this page to economize desk space. 


After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 


oe) es, ee , ne , : 
Aceuracy is essential in the making of figures. Study and practise these forms and always m ike them carefully. 
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20 Make figures small, but distinctly legible. Be careful of the vertieal alignment in columns 0 


space. 


‘Study the models on the opposite page. Use this page for practice. Write freely and neatly. Do not waste 


After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 


Quality and speed are important in modern business writing. Memorize this paragraph and write it as a speed test. 
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postions halling ey Hack shins 


‘Study the models on the opposite page. Use this page for practice. Write freely and neatly. Do not waste space. 
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After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 
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8 and dot the i’s, Write smoothly. 
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Be careful in your spelling and your writing. Practise these words. Loop th 
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Be sure to record a sample of your writing on page 4 at the end of sail st to improve. 


there is material on the opposite page for several writing lessons. Study the form of the capitals and the small letters. Extra 
paper may be used for practice on these drills. Place it on top of this page to economize desk space. 


After you have had practice on the model shown on page 24, record your best writing on this page. 2§ 
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Do your best writing in all your written work, Learn to write and to use correctly these un der ined words. 
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Commence each lesson with a movement drill, This will help to develop freedom a id sn 00 


26 


here is material on the opposite page for several: writing lessons. Study the form of the capitals and the small letters. Extra 


paper may be used for practice on these drills. Place it on top of this page to economize desk space. 


7 After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 


27 


It is a mark of courtesy to write your social and business letters plainly, neatly, and artistically. 
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28 Practise separately the letters or words you find difficult. Study the - p page ee 
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Study the models on the opposite page. Use this page for practice. Write freely and neatly. Do not waste space. 


After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 29 
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Business letters should be brief, courteous, and well written. Study the arrangement and the writing of of this model. 
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39 Good or bad impressions are often made by handwriting. ai to develop. amacthnes - and fart formation. . 


Study the models on the opposite page. Use this page for practice. Write freely and neatly. Do not waste space. 
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After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 31 
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writing with the model forms in this book. Discover your fau ts nd try to corree! 


Compare your 
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the models on the opposite page. Use this page for practice. Write freely and neatly. Do not waste space. 


After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 
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Formal letters should have dignity and legibility. Study the form and general arrangement o f this model. 
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After you have written this formal invitation, grade your writing as excellent, good, fair, or poor. 
_ : + 3 — 
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There is material on the opposite page for several writing lessons. Study the form of the capitals and the small letters. Extra 


paper may be used for practice on these drills. Place it on top of this page to economize desk space. 


After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 


Good writing shows as much “character” as bad writing. Legibility is the chief characteristic of good writing. 
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36 Practise separately the long words in this selection. Try to develop uniformity of size, slant, and spacing. | 


‘Study the models on the opposite page. Use this page for practice. Write freely and neatly. Do not waste space. 


After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 
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Choose letter forms that are legible and simple in formation. Variety, consistent with legibility, is desirable. 
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38 Make capital letters about three-quarters of a space high. Study these 
» 
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1 ere is material on the opposite page for several writing lessons. Study the form of the capitals and the small letters. Extra 


paper may be used for practice on these drills, Place it on top of this page to economize desk space. 


After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 


39 


Legibility is essential in writing telegrams. Study form and arrangement. Make figures very carefully. 


Form 6101, replacing Form 2A 


CLASS OF SERVICE DESIRED Exclusive Connection 


rie —|—| A TLANTIC-PACIFIC a 

Day Letter = A L - BRITISH UNION 
[wit etter a 
“na.c|  TELEGRAPHS ae 
site the class of service desired; to all the World 


OTHERWISE THE MESSAGE Money Transferred 
WILL BE TRANSMITTED AS by Tele h 
A FULL-RATE TELEGRAM. Mcrenie oe: 


RECEIVER'S No. 


40 There is no royal road to good writing. Careful study of good models and systematic practice are necessary. 


_ 
‘Practise writing telegrams on extra paper or on blank forms whieh you may obtain from any telegraph office, 


After you have practice on the model form shown on page 40, record your best writing on this page. 41 


a 7 oe 
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Figures are very important in business documents. Make them accurately and rapidly. Study these forms, 


AS UNDERNOTED. _ 
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BOND COUPONS - -_ 
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TELLER 


PRINTED IN CANADA 


42 jood writing is a valuable deposit to make in the Bank of Life. ‘It may bring rich dividend 8 Op en an aecount today. 


» 


Study the models on the opposite page. Use this page for practice. Write freely and neatly. Do not waste space. 


After a practice lesson, write as well as you can in the blank spaces on the opposite page. 


43 


| Study the spacing and quality of line in this paragraph. This is a sample of small, legib e, smooth writing. 


44 oerare your writing with the Grade VI. standard on page < 
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_ After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 


After a practice lesson, write as well as you can in the spaces under the models on the opposite page. 45 


46 


Study the forms of letters and the arrangement and spacing in this letter. Practise letters you find difficult. 


Your teacher will explain how you may obtain a Writing Certificate if you wish to get one. 


is material on the opposite page for several writing lessons. Study the form of the capitals and the small letters. Extra 
_ paper may be used for practice on these drills. Place it on top of this page to economize desk space. 


After you have had practice on the model form shown on page 46, record your best writing on this page. 47 


This is good writing for a pupil in Grade VI. Practise writing these sentences (but do not copy the writing), then write them 
under this sample. Compare your writing with this Grade VI. standard. Is it as good? If so, you are making good progress. 
If not, you should study and practise until your writing is as good as this. : 


48 You should be able to write 70 letters a minute, and your writing at this speed should be as good as this standard 
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